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SUPERVISOR & MANAGER HEAR INTERIM APPLICATION QUICK GUIDE 

LOGON & VERIFY EMPLOYEE INFORMATION 

1 

 

Logon 

 

Access the HEAR Interim Application from the HEAR webpage on HR’s 

website. Log into the application using your Employee Self Services (ESS) 

Employee ID and Password and review your employee information. If you 

notice any discrepancies, please contact your HR Client Relations 

representative. Employee data is imported into the HEAR Interim 

Application from SAP. 

2 
Forgot ESS Login 

Credentials 

Click on the “Forget Password” link on the HEAR Interim Application to 

recover your password. If you change your password, this will also change 

your password for ESS. Please don’t share your password with anyone. 

CREATE AN EMPLOYEE HEAR PERFORMANCE WORK PLAN (PWP) 

3 Create a Template 
From the Home page, click on the Template menu and select Step 1 

Create Template Name. Enter name, description, and end date. 

4 
Build Template 

Content 

Click on the Template menu and select Step 2 Build Template Content. 

Select the appropriate priority from the Mayor’s Priority drop-down box. 

Populate the Job Task and the task’s SMART goal criteria. Be sure you 

populate a semicolon (;) after each factor so that it will put a line break 

between each factor on the employee’s Performance Work Plan (PWP).  

Lastly, select the appropriate Behavioral Factor(s) (all employees) and 

Supervisor/Manager Factors (supervisors and managers only). 

5 
Assign Template to 

Employee(s) 

From the Home page, click on the name of the “employee,” then click the 

Create New HEAR Plan button.  Select the Template you built from the 

drop down box. Enter the review period start/end dates and electronically 

sign the plan by entering your Employee ID and Password. Finally, click the 

Save HEAR Plan button. (Action emails are sent to the Reviewing Authority 

(RA) and Employee (EE) for electronic signatures. Both the RA and EE will 

sign and save the PWP.) 

6 
Meet with 

Employee(s) 

Schedule one-on-one meetings with your employees to discuss his/her 

HEAR PWPs. The meeting should last between 20 to 40 minutes. 

PERFORMANCE COACHING & COUNSELING THROUGHOUT THE YEAR 

7 

Populate the 

Supervisor’s Work 

Progress Meeting & 

Coaching Form 

Use the Supervisor’s Work Progress Meeting & Coaching Form to 

document your employee’s strengths and weaknesses. Provide the 

employee and an opportunity to provide feedback and/or comments. 

Collect the employee signature, sign the form, provide a copy to the 

employee and retain the original for future reference. Meet with the 

employee at least twice during the assessment cycle to discuss 

performance and progress on job tasks, SMART goal(s) and behavioral 

factor(s) as well as career and professional development opportunities and 

other work related issues that may contribute to or detract from the 

employee’s ability to meet or exceed your expectations. 
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SUPERVISOR & MANAGER HEAR INTERIM APPLICATION QUICK GUIDE 

COMPLETE FINAL HEAR ASSESSMENT 

8 
Assessing the 

Employee’s 

Performance 

Log into the HEAR Interim Application using your ESS Employee ID 

and Password and click on the name of your employee that you 

would like to assess. Using your work progress meeting notes, scroll 

down and select the appropriate rating for each SMART Goal, 

Behavioral Factors and/or Supervisor/Manager Factors. Sign and 

save the employee’s final assessment. (Action emails are sent to the 

Reviewing Authority (RA) and Employee (EE) for electronic signatures. Both 

the RA and EE will sign and save the assessment.) 

9 
Meet with 

Employee(s) 

Schedule one-on-one meetings with your employees to discuss his/her 

final HEAR assessments. The meeting should last between 20 to 40 

minutes. 

10 
Finalize HEAR 

Assessment and 

Review 

Submit the final HEAR Assessment and Review by logging into the HEAR 

Interim Application , clicking the employee’s name who signed the final 

assessment (Status should read Complete) and scroll down and click the 

Submit Final button to lock the employee rating.  

CREATE NEW HEAR WORK PLAN  


